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GETTING STARTED




GETTING STARTED — SIGNING IN

* Now that you have successfully swiped KRONOS®
let’s log on to Kronos.
8 Workforce Central verson14
® Open a Web browser and enter: CONNECTICUT DEPARTMENT OF ADMINISTRATIVE
User Name SERVICES
* https://ctgov-tst.kronos.net/wfc/logon TEST Environment (A01)

Password

* Enter your username and password I



https://ctgov.kronos.net/wfc/htmlnavigator/logon

GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

KRONOS |. Employee timecard:
| A My Information Ca.n a.dd your Own
imecar Manage My Department - .
— tsces punches, add specific
Loaded: 11:56 PM  Current Pay Period - || =
o L. pay codes, and also
@ P approve your timecard
Date Schedule Pay Code Amount In Transfer Out In Transfer Out Shift Daily Period
: i;:tl-lff;. 8:004M-4:00... 2 Clicking the ¢ + ¢ sign
86| sunos will bring you a list of
+ I Man 1/06 8:004M-4:00... .
® (5] e | sowenn the different modules
+ Wed 1/08 8:004M-4:00...
+ Thu 1/09 8:004M-4:00... you can access’ as a
+ Fri 1/10 8:004M-4:00... timekeeper you Can
+ Sat1/11
+ Sun 1/12 manage your

department and
export time reports




GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

KRONOS |

Can use the drop

® My Information
[ MyTimet:ald IManage My Department w " down and the
eraces Loaded: 11:56 PM  Current Pay Period - |5 calendar Icon to
o v @ 6 o chapge the time
v e ST period view
Date Schedule Pay Code Amount In Transfer Out In Transfer Out Shift Daily Period
+ i Fri 1/03 8:00AM-4:00_.
@ )| sorme 2. The buttons allow
+ Sun 1/05
+ i Man 1/06 B:00AM-4:00.. yo u to refre s h ’
+ Tue'l.-‘-l?l? B:00AM-4:00.. Save’ and Print out
+ Wed 1/08 B:00AM-4:00..
+ Thu 1/09 B:00AM-4:00_. yo u r ti m eca rd
+ Fri1/10 B:00AM-4:00_. . .
S information
+ Sun1/12




GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

Transfer
Timekeeper Persona
- - Job
SIg-I Out Labor Account
e

Add Labor Account Clear All

|. User information and log off

e ® S
2. Last timestamp and transfer allows you to e e @ -
execute a transfer and record a punch @ S
e,

Transfer: -

3. Related Items menu: Through related items you
can access all the different widgets that

[[] cancel Deductions My Leave Requests

. Record Timestamp My Attendance

interface has to offer; as you cycle through my

information, manage my department, etc the i

related items menu will update M epers
My Audits

4. Search: Can provide help with any look up
you’re having trouble with




GETTING STARTED —VIEWING YOUR
INFORMATION

Through the related items menu on @
the right side of the screen you can My Timestamp
access all your information My Timesard
My Calendar
My Leave Requests
My Attendance
My Inboce
My Reports

Ky Audits




My Calendar

GETTING STARTED —VIEWING YOUR
INFORMATION

My Calendar

Through the My Calendar widget you  « = wwevsnam

can view your calendar and see your M © W

daily schedule as well as make

Sun 1/05 Man 1/06 Tue 1/()

requests for time off

B:00AM 8-:00AM-4:00PM 8:00AM-4:00PM

[8.00 h] [8.00h]

3:00AM Reqular Regular

10:004M
11:004M
12:00PM

1:00PM B

2.00PM

3:00PM




My Calendar

GETTING STARTED —VIEWING YOUR
INFORMATION

Through the Request Time Off Request Time Off

button in the My Calendar widget Type: | Time Off Request -

you can fill in start date, end date, pay Start date End date Pay code Time Unit Starttime  Daily Amount
COde and time unit + 1/07/2020 1/07/2020 Vacation Full day

Accruals on: | 1/07/2020

You can also view your accrual bucket

balances at the bottom of the screen Accrual Balance _
o o Bone Marrow Donor 56.0 Hour
in order to choose which pay code to _
Comp Time 0.0 Hour
use for your request, click Submit at Comp Time Holiday 0.0 Hour .

the bottom when completed.




GETTING STARTED —VIEWING YOUR o
INFORMATION

ACTIONS @ (2 Create Delegation - Internet Explo... — O %
Through the My Attendance WIdget you et Refreshed 125 P @ https://ctgov-tst kronos.net/wfc/KDWEFormServletZinitFor il
can see the actions available you "Refresh | S — |
Categories |

|. The only available action for

Actions ]
tlmekeeper |S Manager Delegat|on =+ Manager Delegation N:w peleqat
e Manager

* Start Date:
2. After having clicked manager S =
d I t. h th * Role: |CT Payroll Manager v|
e ega Ion’ you C OOSG e ZSave&Close )| Cancel

delegate, the timeframe, and the

role you would like to delegate and
then Save & Close




GETTING STARTED —VIEWING YOUR

INFORMATION

My Inbox

* Through the My Inbox widget you
can see all your tasks and messages

* Tasks are things you need to do or
have started but not completed, in
this case a manager delegation form |
began on the previous slide and did
not complete

* Messages can be notifications from
supervisors or updates about
timecards/requests

INBOX

Last Refreshed: 1:35 PM

TASKS MESSAGES

Status As of Date: [12/08/2019

| ] categories | Al

From

Persona, Timekeeper

Manager Delegation, Request Form

Subject




My Reports

GETTING STARTED —VIEWING YOUR
INFORMATION

My Reporis ~

@ REPORTS Name: Persona  Timekeeper
|.  In the My Reports widget —
Schedule and Time Detail can be

viewed by selecting the report _
and the Time Period and click | 777
View Report

2. To view My Accrual Balances and REPORTS e Person Troreoner
Projections select the report and (2) ——
fill in the As Of date then click ~ svanssireromss B — T —
View Report T Gt o

My Accrual Balances and Projections




My Audits

GETTING STARTED —VIEWING YOUR
INFORMATION

- My Audits

Through the My Audits widget you
o o o Category: Type of Edit:
can view different actions such as My Audits | Punch (Add/Edit/Delete) |
. o . My Audits
punching in as shown on the right, or My Comments
. . My Owvertime Requests
all the categories listed on the drop My Signoff and Approval
My Moved Amounts | —— Type Secna
down My After Sign-Off Audits ~ 52PM Add Punch

My Corrections
My Activity Event Audits




FINDING YOUR TEAM




FINDING YOUR TEAM — SEARCHING FOR AN
EMPLOYEE REPORT

|.  Under the Manage My Department interface | # My iformation =eEeE==nn

Genies 1k

use the default QuickFind Genie and search for

your employee.Type in the name of your QuickFind = | [* 2 @ Loaded :04PM | Curent Schedule Period |+ | |3
employee or begin the search with “*’ to search fii+ @8, @ 2 =,
employees with their named ending in the Lonma Timekeeping  Schedule Share GaTo
following letters, end your search with ' to . N

find employees whose names start with the
entered letters. Searching “** will return every

employee

2. This area allows you to change the desired
timeframe, or share the employee information
by exporting it to excel or csv. Go To allows

you to select an employee and transition to the

different Management widgets that will covered




FINDING YOUR TEAM —WORKING WITH GENIES

|.  Under the Manage My Department interface | # My itormation | venagety Deparmen: 001 x | + _

. . . Geni -
use the default QuickFind Genie and search for s -
your employee.Type in the name of your QuickFind = | ¥ 2 @ Loaded 3:04PM | Current Schedule Period | v | |55

. . ‘*’ - !
employee or begin the search with “*’ to search fii+ @8, = e
employees with their named ending in the Lo Timekeeping  Seneaule Share GoTo
following letters, end your search with ' to
Mame [}
find employees whose names start with the
entered letters. Searching “** will return every
employee
pioy Search Genie -
2. This area allows you to change the desired michFmIl .
Attendance .
timeframe, or share the employee information Leave Cases Count All WTK Exceptions
. . - Approve Timecards

by exporting it to excel or csv. Go To allows Leave Hours _ !

Search Genie w

you to select an employee and transition to the Pay Perlod Close

q . . Recencile Timecard
different Management widgets that will covered All WTK Exceptions




FINDING YOUR TEAM —WORKING WITH GENIES

Leave hours shows you the
details of all paid and unpaid
committed and
uncommitted hours

Leave cases gives you a
broader view of all the leave
cases and dates, including
documents required and

frequency

Genies
Leave Hours =
I+

Column
Selection

Leave
Case
Status

Name

Genies
Leave Cases -
i+

Column
Selection

Leave
Case
Status

Name

0
- 0% Y %,
People Timekeeping  Approvel Schedule Abaence
Leave Leave St..  Leave E.. Committed Committed Last Date/
Case Date Date Paid Leave Unpaid Committed
Code Time Leave Time Paid Leave
Time
o o v N
People Timekeeping  Approvel Schedule Aneence
Leave Leave Rea... Leave Leave Leave Case Inmitial
Category Case Frequen..  Approval Stat_ Leave
Code Request

Date

®

Last Date/ Total Total
Committed  Paid Le_. Unpaid Leave
Unpaid Takings Takings
Leave Time
Leave 5. Docume.. MNewlea.= Leave End
Date Overdue Request Date




FINDING YOUR TEAM - HYPERFIND

l. Under the locations drop down as shown
below, there will be a list of hyperfinds, select @

X

the New button to create a new Hyperfind. o DS e N L e 2 19
@ eli ::::na\ mble Query View SOL Test
2. Select whether you want the Hyperfind to be S— g L O e peope o et cons
H - ow - —— ¢ Include _/ Exclude people who meet this condition
public or private or ad hoc which is one that is ~ *tecations® Prmary Job Sy Eyamtene : @
~ Hyperfinds (13) Expired Primary Job « Choose Specific Peaple
available to everyone that can only be edited ad oe A Search o sectaens
All Home ersoi's Dates " Search
All Home and Scheduled Job Tran__. 2 F TimF;KeeperD
3. Choose by What criteria you Want to narrow All Home and Scheduled Job Tran... : Ti.meM.?nagemen(
All Home and Transferred-in Biometrics
. - +| Schedulin
down your employees whether it be AllHome and Transferred-in B Wordorn et
LV-Closed Cases
. N ) nuous Cases v : Activity
timekeeper, attendance, etc and open their tV-Continuous Ca £ e + Use Singl Widears
Mew... \Ccruals
d rOPdown . . Edit Ad Hoc... + tl::Tnformauun
*| Role - Timekeeper
+| Process Manager
4. Choose whether you want your Hyperfind to " seected Condons .
No conditions
include or exclude employees then fill in the 5
dates and the specifics of what you want to e e ]

search with, tap Save As to complete the hyper

find creation.




FINDING YOUR TEAM
— EXERCISE |

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS




TIMECARDS — EDITING PUNCHES

Using the QuickFind Genie under Manage My
Department search for the employee you want
to see, then double click their name to open

their timecard

Once in the timecard you can adjust the view
change the timeframe and begin editing

& My Information T Manage My Department o1} )(I Schedules ] Timecards I + -

Genies
QuickFind = | | *lopez, steven| Q
Ex dilx- YV | Oa- .
Select All Column Fifter Timekeeping  Scheule

Rows Selection

Name

Lepez, Steven

0

200037 samples-i-i-f-i-f-

Timecards

Lopez, Steven - 1af1 200037

@™ -

View

Date Schedule
Fri1/03
Sat 1/04
Sun 1/05

Mon 1/06

GRS

Tue 1/07

Pay Code Amount




TIMECARDS — EDITING PUNCHES

Timecards

Once in the timecard, exceptions will be

Lopez, Steven - Tofl 200037

highlighted such as a missed in/out punch as
@ .

shown on the right
Date Schedule Pay Code
x Fri 1/03
Sat 1/04

Select the desired cell and enter the corrected

Sun 1/05

¥ * = =

X Mon 1/06

time, hover over any exception to get an

explanation of what the exception is

5:004M

8:00AM

Transfer

Ourt

12:00PM




TIMECARDS —ADDING COMMENTS

Punch Actions

Date: 1/03/2020
o i Time: B:00AM i

l. By default entered time will follow the Pa)’ Rule i s Rounded Time: 1/03/2020 8:00AM GMT-05:00
| Override: In Punch
that has been assigned to you and you will not . E— (6T 0500 st T (U5 Canade)
o I EooAm | Exceptions: Unscheduled
need to enter pay codes for regular time/OT/ | ciioe I
or Holidays | Edit Made By: Persons, Timekeeper
E“
2. Once you select Comments choose Comment
Explanation from the drop down and then add
. Comments (1) Add Comment @
the desired comment
X | Explanation -
Add another note Add

Cancel 0K




TIMECARD —
EXERCISE 2

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS — EDITING PAY CODES

By default entered time will follow the Pay Rule
that has been assigned to you and you will not
need to enter pay codes for regular time/OT/

or Holidays

Pay codes will need to be entered for
exceptional situations such as the employee
being unable to submit a leave/time off request.
In the example on the right there was a delayed
entry so you would enter the employee
timecards and set the delayed time by entering

the Amount and selecting Governor Granted
Time Off

O E

Genies

QuickFind =

ETL |

Rows Selection

Lopez, Steven

*Lopez, staven Q,
i+ Y O, - -
Select All Column Filter Timekeeping Scheduls
ID = Primary Labor
Account
200037 Sample/-f-f-f-/-f-
Schedule

Date
Fri 1/03
Sat1/04
Sun 1/0%
hMaon 1/06

Tue 1/07

®

Pay Rule

02 FTNSDSTD 8

Pay Code

@

Governor Granted Ti...

20




TIMECARDS — ADDING ROWS

0

@ x| Tuel/O7 Governor Granted Ti... 20
+

l. Click on the ‘ + to add a new row to a day. x
This can be done if an employee took a couple
hours off or if there’s a delayed entry. Pay codes

and regular scheduled hours need to be
entered on different rows. @

2. Once you enter the pay code for the time off
and the regular hours worked the time will be
automatically compiled on the right, you can 8.5 8.5

see the sum of hours under the Daily column.

6.0 8.0




TIMECARDS — OVERRIDES AND CANCELLATIONS

Right clicking on a punch and selecting
Edit, allows you to set an override, such

as setting a new shift or adding a break

You can also cancel deductions, in
scenarios where employees did not take
a lunch because they had to continue

working as shown here

Punch

Date:

Time (h:mma) *
Rounded Time:
Override:

Time Zone:
Cancel Deduction:
Exceptions:

Comments:

EIAN

9/02/2020

5:00PM

9/02/2020 5:00PM GMT-04:00

Out Punch -

<None=

In Punch
Out Punch
MNew Shift

Cancel OK

[
[=]

Punch

Date:

Time (h:mma) *
Rounded Time:
Override:

Time Zone:

Cancel Deduction:

Exceptions:

Comments:

9/02/2020

5:00PM

9/02/2020 5:00PM GMT-04:00

Out Punch -
(GMT -05:00) Eastern Time (USA; Canada) -
<Mone=
All
Cancel oK




TIMECARDS - LUNCH EDITS FOR TIME OFF

When an employee takes time
off during the day they may
not receive their automatic
meal deduction due to the 6
hour shift length minimum for

a lunch deduction

In this scenario you would
make adjustments to the

second set of punches to

account for the taken lunch

B:00AM-9:00AM
Sick Appointments

11:30AM-5:00PM

8:00AM-9:00AM
Sick Appointments

11:30AM-5:00PM

25

25

8:00AM

9:00AM

T11:30AM

8:00AM

8:00AM

11:30AM

QG00AM

5:00PM

G00AM

12:00..

1.0

5.5

1:00PM 5:00..

9.0




TIMECARDS - LUNCH EDITS FOR TIME OFF

I.  Right click on the punch you edited and i ﬁom-mnmﬁ
select the Edit button
Comment
2.  Select Explanation from the drop down
and enter the reason for the manual Comments (1) Add Comment
adjustment X | Explanation -

% | Employee lunch adjustmenﬂ

Add another note Add

Cancel OK




TIMECARD —
EXERCISE 3 & 4

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS — GROUP EDITS

You also have options to add a
punch or a pay code to a group of
people

All you would need to do is select
the employees you want to modify
and choose then add in the punch or
pay code.This can be useful in the
LWGOV scenario to avoid having to
manually add in every pay code

of v
-

Timekeeping Approve
Add Punch

Delete Punch

' Add Pay Code
Delete Pay Code

QuickFind -
=5 i Y
Select All Column Filter
Riows Selection
MName
Bell, Morgan T

Maldonado, Vanessa

Munoz-Velazquez, Angel M

Persona, Employee

Os

Tirmekeeping

Q

v

Approval

Schedule

463595

481192

469835

003




TIMECARD —
EXERCISE 5 & 6

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS — TRANSFERS

On the timecard between the in and out punches you
can choose the transfer drop down, from there you can
choose previously chosen work rules/labor accounts or
search for an unused one

Labor Account Transfer: this can be done if you are
working at a different location for a day or working a
different position you want to charge to that different
location

Work rule transfer:You get called in and there’s a
different pay rule for being called in, you would do a
work rule transfer and enter the pay rule that should
be applied to you for that day

Ex: Nurses being called in for an hour and a half with
the pay rule of being paid a minimum of four hours for
call ins.

In Transfer
- u
i B:DOAM J/DCFI111111000100 19
Transfer
MName Lopez, Steven
Job
Labor Account M
Work Rule 12 FT OT40 SDE3 DCF
Job Transfer Labor Account Work Rule
Add Labor Account
Agency-Dept-._ - Employee ID-E...
Location: - Supervisor:
Combo Code: - Job:

Override Reas__ -

Cancel

Transfer

@ SIDCFITT1 111000700 W

J/DCFAT1 1111 1000100100
ST2FT OT40 SDE3 DCF
Search...

3:00PM

Transfer

Name Lapez, Steven

Job

Labor Account L

Work Rule 12 FT OT40 SDE3 DCF

Job Transfer | Labor Account | Work Rule
Add Work Rule

Search List

01 EX
02a Civilian Managers
02b Sworn Managers

02 FT CT40 NSD

02 FT NSD

O0ZPTNSD

03 FT CT40 NSD

03 FT OT40 NSD

04 No OT NSD Other

05 NP-1 Holiday Mot Required




TIMECARD —
EXERCISE 7

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS — LABOR ACCOUNT TRANSFERS

Transfer
I.  On the timecard between the in and out P T -
punches you can choose the transfer B R . @ //DCFS111111000100100
i B:00AM N //DCF9111111000100 3:00PM ™ Search._
drop down, from there you can choose . )
previously chosen work rules/labor Transfer
accounts or search for an unused one - S
Job
Labor Account i @
2.  Labor Account Transfer: this can be done ot e 12 P oTeoSDEs bk
Job Transfer Labor Account Work Rule
if you are working at a different location
Add Labor Account Clear All
for a day or working a different position Aoency Des. < Emloeene. .
Location: - Supervisor: -
you want to charge to that different Combe code: S .

Override Reas.. -

location

Cancel Apply




TIMECARD —
EXERCISE 8

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS —-WORK RULE TRANSFERS

Transfer
Work rule transfer:You get called in and o e e
there’s a different pay rule for being called in, e A S
you would do a work rule transfer and enter Job Transfer | Labor Account | Work Rule
the pay rule that should be applied to you for Add Work Rule
that day Search List
01 EX

(02a Civilian Managers

02b Sworn Managers

02 FT CT40 NSD

02 FT NSD

02 FT NSD

03 FT CT40 NSD

03 FT OT40 NSD

4 No OT NSD Other

05 NP-1 Holiday Mot Required




TIMECARD —
EXERCISE 9

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIMECARDS — APPROVALS

Timecards
. . . Empl =
|.  On the desired employees Timecard rersona. Emplovee tort
select Approve Timecard and then select ®-
View o
Approve Timecard from the dropdown — @
Approve Timecard : Pay Code —
" Remove Timecard Approval
2.  Once the Timecard is approved, every = (=] TP BOANEEC0PM
+ Sat1/04
cell will turn yellow, become un-editable, # - sinios
. . + X% Mon 1/06 8:00AM-4:00PM
and a banner will show up with et
Informatlon on your approval’ you can © information Timecard Approved by 002 1/09/2020 3.44PM
also Remove Timecard Approval using the
Persona, Employee - 10f1 003
same button and the cells will turn white
@ - v .
dsdain @
Date Schedule Pay Code Amount
+ X Fri 1/03 8:00AM-4:00PM
+ Sat 1/04
+ Sun 1/05
+ % Mon 1/06 8:00AM-4:00PM




TIMECARDS — AUDITS

Audits
I.  On the desired employees Timecard Category. Type of it
Audits =/ al =
select Approve Timecard and then select
Lopez. Steven = 1of1 B 200037
Approve Timecard from the dropdown
Date Time Type Account Pay Code Amount Work Rule Override Include in Totals Effective Date  Comment
2. Once the Timecard is approved, every 1/03/2020 | 8:00AM dd Punch in Punch
1/06/2020 | 12:00PM Add Punch Out Punch
cell will turn yellow, become un-editable,
and a banner will show up with Category Type of Edit:

Audits - All -
information on )’OUI‘ aPPFOVal, )’OU can Comments - Hours Worked {Add/Edit/ - ™
also Remove Timecard APPFOV&I using the (Owertime Reguests Duration (Add/Edit/Delete)

Signoff and Approval Approvals/Sign-offs
same button and the cells will turn white Moved Amaounts Justification (Add/Edit/D.

o After Sign-Off Audits | All Retroactive (Add/Edit... '
agaln ) i

Corrections Retroactive Punch (Add/...

Activity Event Audits Retroactive Pay Code (A_.

Day Lock Audits Account Appraval Detail

Schedule Audits e Histarical Correction (Ad... -

R




15 MINUTE BREAK



TIME OFF




TIME OFF — REVIEWING TIME OFF REQUESTS

After finding the desired employee using the
QuickFind, use the Go To button and select
Requests

The following menu will appear with the
options to view, edit, approve, refuse, set as

pending, and retract.

Whichever item you choose will lead you to

the following menu, where you can decide what

to do with the request and then add an

optional comment to explain the decision.

W

o 1 Selected

-

Snere

=

Current Pay Period
~ Go to widget
Schedules
Artendance Editor
Audits

Exceptions

Reports

I Requests

Timecards

» Go to workspace

@)

Time-0ff - All Statuses (12) -
® & @ v @ n x
Detgila Edit Add Request Approve Refuse Pending Retract
Modified By (Usemame) Subject Submit Date
003 Time Off Request 1/09/2020 9:23AM
Approve Time-Off Request
Submitted:  1/09/2020 - 9:23:20AM
Modified by: 003
Employee:  Persone, Employee Type: Time OFf Request
Start date End date Pay code Time Unit Start time Daily Amount.
+ 1/10/2020 1/10/2020 Vacation Full day

Accruals on:  1/10/2020

Accrual Balance
Bone Marrow Donor 0.0 Hour
Comp Time 0.0 Hour
Comp Time Expired 0.0 Hour

Status History
Submitted: 1/09/2020 - 9:23:20AM
003

Comments (0)
Select Comment -

® | Type & note (optional

Cancel

Approve

n




TIME OFF — REVIEWING TIME OFF REQUESTS
ORONO

|. At the top of your screen you will

e ® ®
have the notification center
Exceptions Alert Category I X Request Manager Alert Category | X
2. The exceptions bubble will show you o 0 o)

Request Manager Alert (0)
the most recent exception

notifications

3. The request manager alert category

will show you the most recent

request updates




TIME OFF — REVIEWING TIME OFF REQUESTS

|.  After clicking View All on the

notifications center, you will be

A My Information Alerts and Notifications ... Qx| +

taken to a list of every exception
Alerts and Notifications Widget
and every request manager alert

@ Exceptions Alert Category

Exceptions Alert (0) ~




TIME OFF —
EXERCISE 10

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



TIME OFF — TIME OFF REPORT

Use the QuickFind to find the
employee you want to make
changes for. Use the Go To button
to access Reports

Through the reports interface
select the Accrual Detail report and
select Run Report

Can be run the same way for any of
the listed reports

Genies @

QuickFind +  *lopez Q

=Ex Qi YV O&- | E-

Select All Column Filter Timekeeping Schedule
Rows Selection
REPORTS

SELECT REPORTS CHECK REPORT STATUS

‘ 1 Selected

Current Pay Period

~ Go to widget
Schedules
Attendance Editor
Audits
Exceptions
Reports

Requests
Timecards

» Go to workspace

— Al
~
Absent Employees (Data)
ACCRUAL DETAIL (DATA)

Accrual Balances and Projections (Data)

@)

Aftendance Analysis

Accrual Debit Activity Summary Description This report produces raw, unformatted data intended for use with Microsoft Excel. Sim
DetailDisplays running accrual balances for each employee. For example, you can se
Accrual Detail (Data) effective dates.
People [ Previously Selected Employee(s) v |
Accruals (Spreadshest Export)
Time Period E =
Accrual Summary [Range of Dates ¥ [woemozo | [1rezee0 | E

Output Format | Adobe Acrobat Document( pdf) V|

Altendance Balances




TIME OFF — TIME OFF REPORT

REPORTS

SELECT REPORTS CHECK REPORT STATUS

|.  Switch to the Check Report Status tab

and select the Accrual Detail report. i Foma

Accruals (Spreadsheet Export) Xlsx
. Accrual Detail (Data) pdf
Select the appropriate report and press Accal et (0ata) e
Accrual Debit Activity Summary pdf
Vi
ew Report
I W o ® Accruals [Spreadsheet Export) Executed On: 1/09/2020 9:55AM
Data Up to Date: 1/09/2020 9:55AM Printed For: 'DDE
Time Period: 1/03/2020 - 1/16/2020 Untotalized Employee Count: 0
.
2. The report will download and show you
e f L Name Start Date End Date Name Unit Opening Balance
al I yo u r ac C ru al I n O rm atl o n Persona, Employee 1/01/2020 12/31/2020 Bone Marrow Donor Hour r 0.0
Persona, Employee 1/01/2020 12/31/2020 Comp Time Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Expired Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Holiday Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Heliday Expired Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-CTFMLA Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-CTFMLAMIL Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-FMLA Hour f 0.0
Persona, Employee 1/01/2020 12/31/2020 LV-FMLAMIL Hour f 0.0
Persona, Employee 1/01/2020 12/31/2020 Lv-Tracking Hour r D.D|
Persona, Employee 1/01/2020 12/31/2020 Military Leave Active Duty Hour r D.D|
Persona, Employee 1/01/2020 12/31/2020 Military Leave Training Hour r D.Dl
Persona, Employee 1/01/2020 12/31/2020 Olympics Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Organ Danor Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Personal Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Red Cross Hour r D.DI
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SCHEDULING —ADDING A SCHEDULE

After selecting an employee using the
QuickFind, press the Go To button and
select Schedules

Right click the name of the employee or
one of the empty cells on the schedule
and select Add shift. You can also left click
on one of the cells and manually enter in

a timeframe.

On the add shift window enter the type
of shift, the date, the start time, and the

end time. Select Apply to save your

changes and add the shift to the schedule.

® =

o 1 Selected

Current Pay Perioc

~ Go to widget
Schedules
Attendance Editor
Audits
Exceptions
Reparts
Requests
Timecards

» Go to workspace

Add Shift
Assigned to
Lapez, Steven - Shift Details 12:00am-1:00am{1.00h)
Ingert Template ~ Shift Label
Start Date Type Start Time End Time End Date
+ (% 1/04/2020 Regular 12:00am 1:00am 1/04/2020

Comments (0) Add Comment

Lopez, Steven

L

1)

Primary Job None

Repeat this shift for 1 days

Schedule Pattern
Add shift

Add Pay Code
Enter Time Off
Lock

Unlack

Insert shift transfer
Append shift
Replace shift

Edit Accrual Amounts
Accrual Pattern
View Accruals

View Schedule Outline

©)

Duration Job Transfer Labor Level Transfer ~ Work Rule Transfer

1.00

Cancel Apply




SCHEDULING - EDITING A SCHEDULE

Open the Quick Actions icon to pop out
all the different things that you can do for
a persons schedule. Press Copy/Paste and
then select the schedule you want to copy
by clicking on it and then click every cell

you want to paste it to

After selecting a cell you can also select a
pay code for that particular day and add it
through the schedule. Using the pay code
button and the drop down you can select

the desired pay code and add it for just

that day or include it in a pattern

-
:,';( ;x &&
Azeign Unazzign Shift

Tranafer

L o @ B X a3 < o

Ingertsnift  Comment Pey Code  Copy/ Paate Delete Lock / Swap Quick
ternplate Unbock Actiong

@) Copy / Paste Select an item to copy.

» & = x 6 s @
Swap Quict

& Ax % ==
Azsign Unazeign Shift Inzert ahift Commen it PeyCode  Copy / Paate Delete Lock / Jui
Tranaf template Unlock A
By Employee 12/29 - 1/04
Name ~ Fri 1/03 Sat 1/04 |
Lopez. Steven 8:00AM - £00PM l
- ol
W L & @ B X 6z o {
Shift Ingert ahift Cornrment Pey Code  Copy / Paste Delete Lock / Swap O
ranefer ternplate Unlocx Act
Search... r
Fri 1/03 Administrative Leave Paid
ni/ Agency-Union Picnic or Party A
B.00AM - 4-00PM Agency Weather-Emer Closing
Call Back Payment Hours
Career Mobility W

CCE - Comp Time Earned
Displayed 100 of 124. Please narmmow down your search.




SCHEDULING - EDITING A SCHEDULE

You can add multiple rows for different

occurrences

Perform a labor level transfer as previously
done (slide 24) for working a different position
or for working at a different location or
perform a work rule transfer as previously
shown (slide 25) for situations where your
hours need to be paid out differently than they
typically are due to bargaining unit rules.

Edit Shift

Assigned to
Lopez, Steven

Insert Template =

Start Date

+ |x 1/03/2020
+

0

X 1/03/2020

Type

Regular

Regular

Comments (0) Add Comment

Shift Details 10:00am-10:00am(0.00h)

Shift Label

Start Time End Time

10:00am 4:00pm

&:00am 10:00am

End Date

1/03/2020
1/03/2020

Primary Job  Mane

Repeat this shift for

Duration Job Transfer

6.00
200

days @

Labor Level Transfer

Work Rule Transfer

cancel Apply




SCHEDULING - EDITING A SCHEDULE — OFF TIME

Time that is not scheduled and needs to have a

work rule transfer must use Off Time

For employees to be paid correctly, all time and
work rules should be entered and scheduled
before hand. If the employee is going to be using
a work rule or labor account transfer such as

when they get On Call, you would need to use
Off Time.

Add Shift

Assigned to

Lopez, Steven -

Insert Template -

Start Date Type
+| X 750172020 Off
Wed 7/01

4:00AM - T-00AM (c)

T:00AM - 3:00PM

J:00PM - 11:00PM

Shift Details  4:00am-7:00am{2:00h)

Shift Label

Start Time End Time End Date

4:00am T:00am 7/01,/2020

Primary .

Repeat 1

Duration

3:00




SCHEDULING —ADDING A SCHEDULE PATTERN

I.  If instead of selecting insert a shift you select

Schedule Pattern, you can create a schedule for an :
@ Schedule Pattern
employee for these desired period of time and Assigned o @ |
. Jp—— Lopez, Steven Primary job None |
choose how often it would repeat. Start your L coctermn ] _ , ,
T i Start Date End Date Duration Rotation |
pattern on a Friday since pay periods start on M ko cote
B Enter Time Off Add Pattern
Fridays. 8 Lok Anchor Date:* | 1/03/2020 T StartDate* | 1/03/2020 T2 EndDate T Clear
a Unlock —
+&  Insert shift transfer \®) Forever
2. Fill in the anchor date which is the day the pattern o PSS L @ e O o) [ overtde OherParems
. . %@  Edit Accrual Amounts Add Shift Add Pay Code Shift Template - | Patten Template « Items in rotation - Find
begins and should be on a Friday due to the pay B Acustpotem
. [ View Accruals No. Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
period. Then select the start date and the end date ®  view Shele Outine « 0 I
or check in the bubble for making the pattern repeat el el B T
Cancel Apply

forever. After that you have the option to define the
pattern for multiple weeks or for a certain amount

of days and then you would fill in the desired

schedules.
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LEAVE —VIEWING LEAVE CASES

. In order to view leave cases, click the ‘ + Cove Coven = =
symbol and open Leave Administration, all cases
Show [Lv-Open Cases v
. . ~
will appear here depending on the filters Time Period [Gurent Pay Feicd v =3
Chosen "Refresh | Selectan Action W
Leave Initial
: Name 1/ | Gae | coteme | ueme | GG | wewe | cwe | lame | ST | pwwens | oNewiewe | Leowen
2. Using the Show drop down you can filter out TS e ss | Dae | P
Anderson, Submitted Personal Other POTHER Intermittent Pending 1/06/2020 1/10/2020 1/10/2020
Marcia R
what type of cases are shown as shown on the o | open | posona | progney | ST | memmen | penang | 1zimzzms | 12z
Test1 Medical Disability
right’ you can also use theTime PeriOd drop Leave, Open :Z?:jnal :];Z\;Zlnjuw SLFILL Intermittent Pending 11/15/2019 11/18/2019 v
Test1 Medical
down to select what time period or range of e . .
P g _Ilze‘;zr’g Open :gqsi[él;?l liness Injury SLFILL Continuous Approved 8/01/2018 8/01/2018 v
dates you want to view the requests in and —
y q Show [Lv-Open Cases v
Previous Pay Period
llerde S /oulr search Cases v |AllHome ime period
I LV-Closed Cases Next Pay Period
" i Previ Schedule Period
LV-Continuous Cases I [P o
LV-Intermittent Cases Next Schedule Period
L\'Ju’_{:)pen anu Ch}sed Cases After Next Schedule Period
Show R Ev—
i 5 Yesterd
LV-Punchd in during Cont Leave T Week 1o bate
Time Period | Current Pay Period W MarciaR | [Last Week
Ls ] T T
Tt | | omes




LEAVE — LEAVE CASE ACTIONS

Through the Leave Cases interface you can
select a particular leave case and through the
Select an Action drop down you can select what
you would like to do

Select All, will select all leave cases, and allow you
to perform further action on all the leave cases
shown by the filters you’ve selected

Leave Cases ~

Show

| LV-Open Cases

Time Period | Current Pay Period

—

Name 1/

Anderson,
Marcia R

M Aroly

| Select an Action

=

Staf

Suby

Select Al

E-mail

Sort Table

MNew Leave Case
View Leave Cases
Export to Excel
Export to CSV

Leave
Reason

Other F




LEAVE — LEAVE CASE ACTIONS: E-MAIL

Leave Cases ~

E-mail will allow you to send an email to an

employee whether you want to remind them show  [Lv-Open Cases v]

Time Period | Current Pay Period v

of a deadline for document submission or

update them on the status of the leave case

Leave

17
REIr Reason

Export to Excel
P Other :

Anderson, Subl Export to CSV
Marcia R




LEAVE — LEAVE CASE ACTIONS: SORT TABLE

] | [seectanAction v

] . Leave Initial
l. In order to organize the table, the Sort action Name 1/ Lave Leave Leave Lo Leave Case Leave e
T . g Category Reason Frequency Approval Request
will list cases by the default name, the easiest Tl Code Status Date Date
way to do thiS is b)’ cIicking the column you ar;?g;s%n, Submitted Personal Other POTHER Intermittent Pending 1/06/2020 1M10/2020
want to sort by. You can choose a columnasa | (eave, Open Personal Pregnancy SFLMAT | Intermittent Pending 1211202019 | 12/12/2019
) Test 1 Medical Disability
primary and secondary sort, then you can Leave Leave
determine whether you want the organize it in #22;;? Open ;zrdsgﬁ liness Injury SLFILL Intermittent Pending 1115/2019 | 11/18/2019
ascending or descending order by changing the Lezis
. . . Leave, Open Personal liness Inju SLFILL Continuous Approved | 8/01/2018 | 8/01/2018
p jury pp
direction of the triangle on the column,also by = Test2 Medical
Leave

clicking.




LEAVE — LEAVE CASE ACTIONS: EXPORT

Leave Cases ~

show [Lv-Open Gases v|
|. By using the Export action under Select an Time Period [CurrentPay Period V]
Action, you can choose to view all the leave (FWERFEsH™
N . . E-mail
cases and all their information in excel format. ome )| UsonTabe Leave
: Staf Viw Loave Cases Resson |«
The only cases that will be exported are those Export 1o Excel
fndersor | S"Exportto CSV Clhey i

you’ve filtered in using the Show and Time

P 0 d CI d Leave Leave Leave Initial Document New
erlio r'OP owns Case Leave Leave Reason Case Leave Case Leave Leave Start s Leave Leave End
Category Frequency Approval Request Date Date
Status Code Overdue Requests
Status Date
Submitted Personal Other POTHER Intermittent Pending 1/6/2020  1/10/2020 1/10/2020

Leave, Test 1 Open Personal Medical L Pregnancy Disah SFLMAT  Intermittent  Pending 12/12/2019 12/12/2019

Leave, Test 1 1Open Personal Medical L lliness Injury SLFILL Intermittent  Pending 11/15/2019 11/18/2019 X

Leave, Test2 Open Personal Medical L lliness Injury SLFILL Continuous Approved 8/1/2018 8/1/2018 X

Persona, Employe¢ Open Caregiver Leave  Child FCHILD Continuous Approved 1/8/2020 2/1/2020 3/1/2020
Persona, Employee Submitted Personal Medical L Organ Donor Organ Continuous  Pending 1/9/2020 1/27/2020 12/30/2020
Persona, Employe¢ Retracted Personal Medical L lliness Injury SLFILL Continuous  Pending 11/18/2019 11/18/2019

Persona, Employe¢ Submitted Personal Medical L lliness Injury SLFILL Continuous  Pending 12/12/2019 12/16/2019

Unit Test, Leave  Open Bonding Leave Baby Bonding FBABYB Continuous Pending 1/8/2020 3/27/2020 4/27/2020
Unit Test, Leave  Open Personal Medical L Maternity MAT Continuous  Pending 1/8/2020 1/8/2020 3/26/2020
Unit Test, Leave  Open Personal Volunteer Firefigl Volunt Continuous  Pending 12/12/2019 12/12/2019

Unit Test, Leave  Open Personal Medical L lliness Injury SLFILL Continuous  Approved 1/8/2020 12/2/2019 1/2/2020
Unit Test, Leave  Open Personal Medical L lliness Injury SLFILL Intermittent  Pending 1/8/2020 1/1/2020 12/31/2020

gy
_\Otﬂm'\lmmhml\JJ




LEAVE — LEAVE CASE ACTIONS:VIEW LEAVE CASES

Leave Cases ~
Show [Lv-Open Cases |
Time Period | Current Pay Period M m
l. After selecting the View Leave Cases menu ==
item on the Actions drop down you will be NERRPRY ' - toae
Staf \eason ¢
prompted to the leave cases interface podeson | su{ Dol O = :
Leave Cases ~
2. From this list of leave cases you can use the
menu to Create, Edit, or Delete the leave case LEAVE CASES Person & Id Leave, Test 1 (000001)
w w New = =i ol B Gl | [ Select an Action v

Time Period | Current Pay Period

O

Leave
Case
Status

Open

Open

Leave
Category

Personal
Medical
Leave

Personal
Medical
Leave

Leave lé’:::
Reason Code
liness SLFILL
Injury
Pregnancy | SFLMAT
Disability
Leave

Intermittent

Intermittent

v 11032020 - 11612020 i

Pending

Pending

Leave Start
Date

11/18/2019

12M12/2019

Documents
Overdue

Yes

New
Leave
Requests

Leave
End
Date

<None>

<None>

Total
Paid
Leave
Takings

0.0

1.0

Total
Unpaid
Leave
Takings

0.0

2.0




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
SUMMARY

|.  The first step in creating a new leave case LEAVE CASE EDITOR Person & 1d Leave, Test 1 (000001)

Leave Case SFLMAT 12/12/2019 - <Monge>

or editing an existing one is filling in the

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

case summary, here you fill in the time

CASE SUMMARY

=+ Case Summary

frame, category status, leave code, and " ity Lo ypes Pagieve  UnpadLemve
- Documents Total Committed Takings 1.0 2.0

effective date. Mandatory fields are marked S ZzamenE “ Leave StartDate [77i770%5 | ] * inital Leave RequestDate =

- Frequency & Duration

. ) . . . . . Leave End Date |:| e Requested Daily Leave Hours
with an asterisk with optional fields like ~ Enplopment Stz Same sach dayNariable  Same hours each dy
= Leave Rules
details and temporary mailing address
X Case Status Effective Date 12/12/2019
there if necessary. e
Reason |Pregnancy Disability Leave v\

2. Only Case Summary, Additional Leave Freduency " Emene oas [1212200 | B
* Leave Case Code
Information, Eligibility & Leave Types, Leave

Case Approval Status [Pending v Effective Date 12/12/2019

Rules, and Takings List are required, the

Temporary Mailing Address

rest are all prepopulated or optional.

Details




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
ADDITIONAL INFORMATION

ADDITIONAL INFORMATION

=+ Case Summary
= Additional Information

The additional information tab is optional and ., ciguiity s teave Types  @eneral Notes

=+ Documents

can be filled in to provide clarity on certain

= Document Status

|eave cases = Freguency & Duration
= Notifications

=+ Employment Status
=+ Leave Rules Eligibility Notes

Doctor Name | |

Disability Claim Number | |

Save & Next =




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
ELIGIBILITY AND LEAVE TYPES

ELIGIBILITY & LEAVE TYPES

Leave Start Date 7/10/2020

Leave End Date <Mone= Initial Leave Request Date 7/10/2020

|.  Eligibility & Leave Types gives you information on

which Paid and unpaid Ieave t)’PeS the employee Eligibility Requirements have been bypassed.
* Leave Balances as of | 8/13/2020 E m

is eligible for. Using the Leave Balances as of date

and clicking Check Eligibility will give you a list of

Use
. iz aid Leave Type ommitted Hours Available Balance

all the potential leave types. Leave P temve T commitest e
LV-Comp Used Combo 0.0 0.0
LvV-Comp Used Fedsral 0.0 0.0
2. Bypass eligibility check will allow you to create a eI o o
-Lomp Use ale | |
. LV-Holiday Combo 0.0 999.0
leave case using a type the employee may not be e e o -
S . . . Lv-Holiday Comp Federal 0.0 0.0
eligible for:This will be a requirement for LV-Hoiday Gomp SEBAC 00 00
Lv-Holiday Comp State 0.0 0.0
creating a leave case in the first year Ly-Hoiday Federal 00 580
LV-Holiday SEBAG 0.0 999.0
Lv-Holiday State 0.0 9930
. LV-Personal Combo 0.0 240

3. Grant leave will not be used
Use
Ii_neg:irz Unpaid Leave Type Committed Hours Awailable Balance
Case

CTFMLA Self 0.0 640.0
FMLA Federal Self 0.0 480.0

SEBAC 0.0 0.0




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
ELIGIBILITY AND LEAVE TYPES

When creating a leave case in Kronos you can

use the table pictured on the right as

Kronos
. Kronos Category -T|Kronos Reason + | NEW KRONOS PAY CODE v |Core-CT TRC |, |Core-CT Description b
reference' It ShOWS the Kronos eqUIvaIent to Caregiver Leave Partner LV-Unpaid SEBAC Caregiver Unpaid SEBAC Sup Spouse
.l: . . Caregiver Leave Partner LV-Unpaid State Caregiver Unpaid State Caregiver Spouse
the TRC COdeS YOU are famlllar Wlth and WI” Caregiver Leave Partner LV-Vacation Combo Caregiver WVac Combo Caregiver Spouse
. . . el e Caregiver Leave Partner LV-Vacation Federal Caregiver Vac Federal Caregiver Spouse
assist Wlth the ellglblllty CheCk Caregiver Leave Partner LV-Vacation SEBAC Caregiver Vacation SEBAC Sup Care Spouse
Caregiver Leave Partner LV-Vacation State Caregiver Vac State Caregiver Spouse
Caregiver Leave Child LV-Comp Used Combo CCcCC Comp Combo Caregiver Child
Caregiver Leave Parent LV-Comp Used Combo CCCP Comp Combo Caregiver Parent
Caregiver Leave Parent In Law LV-Comp Used Combo CCCP Comp Combo Caregiver Parent
. Caregiver Leave Child LV-Comp Used Federal CFCC Comp Federal Caregiver Child
Ta'ble' Kronos Pa’y COde to TRC to earn COde Caregiver Leave Parent LV-Comp Used Federal CFCP Comp Federal Caregiver Parent
. Caregiver Leave Parent In Law LV-Comp Used Federal CFCP Comp Federal Caregiver Parent
mapping table . : .
Caregiver Leave Child LV-Comp Used SEBAC CSBCC Comp SEBAC Sup Care Child
Caregiver Leave Parent LV-Comp Used SEBAC CSBCP Comp SEBAC Sup Care Parent
Caregiver Leave Parent In Law LV-Comp Used SEBAC CSBCP Comp SEBAC Sup Care Parent




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE

LEAVE RULES

Using the Leave Rules section select the
appropriate Leave Rule and the Effective Date.

Click Save when completed

Select the appropriate leave type based on the
paid and unpaid leave codes displayed next to
it

LEAVE RULES

Leave Start Date 12/12/2019 Leave Frequency Intermitient as of 12/12/2019
Leave End Date <None>= Initial Leave Request Date 12/12/2019

Leave Rule * Effective Date
O %, | Pregnancy Disability Leave Biological Mother 12/12/2019 B

—

Paid Leave Types Unpaid Leave Types

Lv-Sick, Lv-Unpaid CTFMLA Self FMLA Federal Self Mon-CTFMLA Mon-FMLA Self Mon-SEBAC . SEBAC




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
TAKINGS LISTS

After accessing the Takings List you can

LONG RANGE
Leave Case SLFILL 11/18/2019 - <None>

use the Actions drop down to select what @ ADD PROJECTED LEAVE TIME OVER  person& id Leave, Test 1 (000001)

you want to do. Here you would need to
Add Projections over a period of time.You “***~ SO RS —

also have the option to commit these LEAVE CASE EDITOR Person 14 Leave, Test 1 (00000 .
P Leave Case SLFILL 11/18/2019 - <None> * Start Date g

Changes if You’re Okay With the ProjeCtion GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS * End Date C.j :E
[FSave~ [ Save R Wetir~ | FRGHF~ | Wefrasi~ | Sckectan Acton

'

or delete the Projection and Change the gggaﬁ’éa{;c;egr&iac\::d'qn;;r%\;erLnng Range. () Exhaust all paid and unpaid leave allowed
Time Period 11012020 g?,gﬁﬂ%mﬁf;ﬂ:fﬁ?mmmngsm [] Leave takings on scheduled days only
Orlglnal Settlngs ?;::mgéroni‘c;;dtlemmjcam. L] Exclude Saturdays and Sundays
[] @ Day | Date Lﬁ?nv: N H[h;é-ay ViEE:'EDﬂ!;UE’e;a” e
Amount Col Comp s hes! "
If you select Add projected leave time over e onarsross Takings Type [ Both paid and unpaid takings |
long range you will select the data range " Hoursperbay  (© HH.AN
g . O [Full scheduled day |
and then add any additional settings such
as excluding weekends and exhausting TR

leaves, then you will enter Hours per day

and then Save & Return




LEAVE — LEAVE CASE ACTIONS: EDITING/CREATING A CASE
TAKINGS LISTS

. . . . . D Sat 2/01/2020 8.0 8.0 8.0 8.0
I. The projection will look like the image on D | om | w0 | oo s 0 |0 @ AR | Taxines LisT | AGDITS
the rlght’ if the Pro]eCtlon Is correct you E de igzigig ::g ;u b 22 : Add Projecte Leave Time Over Long Range. .
C g h d I d . d O | ™u | 2082020 | 80 8.0 8.0 8.0 Egﬁé?;‘:‘grzjrgggée?aﬁrgggﬁ
can Commit to schedule and timecard. g ;”t jg;;gig :_g 10 23 2 Override Projected Leave Time/Takings...
@ 10sr - : Commit to Schedule/Timecard...
R q O | sn | 2092020 | &0 80 80 it
Otherwise you can Delete PI’OjeCted Leave O | wmon | 2102020 | &0 80 80 Bg%:ecggjggted Leave Time. .
. , . . Committed 00 0.0 00 00 00 00 0.0 00 0.0 00 00 View Day Detail
Tlme, recaICUIate, or Overrlde |nd|V|dua| Projected 00 0.0 240 2010 | 00 256.0 2560 | 00 0.0 0.0 0.0
Total 00 | 00 240 2010 | 00 2560 2560 | 00 00 00 00
Ieave time/takings CcrrTm'medLeaveTime 0.0
Projected Leave Time 256.0
2. If the projected time is in the past commit COMMIT TO SCHEDULE/TIMECARD erson .14 Leave Tes 1 000001,
to timecard, if in the future commit to Leave Case SLFILL 11/18/2019 - <None>
schedule, you also have the option to = =3 @
commit both at once Commit End Date [ 1213112020 ] (3

Takings Type [ Both paid and unpaid takings V|

Destination
Transfer | | ﬂ

e —————
Save & Return =




LEAVE — LEAVE CASE ACTIONS: OVERRIDING PROJECTED
LEAVE TIME

. . TAKINGS LIST
If your Pro]ected Ieave tlme doeS nOt Properly GEMERAL LEAVE REQUESTS LEAVE CALENDAR AUDITS
. . (W ) UR— S— —L L ECL v
apply or needs to be adjusted to more specific
o Ti Period | Previ A ¥ | 1012019 — 12£31/2019 m
values select all days you want to modify. Then e RIS s 2019
undo the commit if committed, and select . 5 :
ay Date Leave Time Amov
override projected leave time. Here you will be 4 | Fi 11082019 | &:00
— ¢ | Sat 11/09/2019 | 8:00
able to make modifications on a day by day - 1102019 | 8:00
basis
IDAR TAKINGS LIST AUDITS
Always commit the leave takings after editing T = o Lome
5 Select an Acfion -
them or Creatlng them Add Projected Leave Time Over Long Range. . —
Recalculate Projectad Takings 300 200
Complete Projected Takings... —
| Owerride Projected Leave Tima/Takings. .. &:00 el
Commit to Schedule/Timecard... ! 300 200
I- Undo Commit... : —
Delete Projected Leave Time._..
! View Day Detail

I TIPS AT ARt




LEAVE — LEAVE CASE ACTIONS: RESETTING ACCRUALS

* When performing a leave case . o TEE— S — :
This edit cannot be made. Sick Leave BEank balance on 6/07/2020 is -8:00 (overdrawn by &:00). Maximum overdraw is
u 0:00. LV-CTFMLA balance on G/07/2020 is -5:00 {overdrawn by &:00). Maximum overdraw is 0:00. LV-FMLA balance on
/072020 is -3:00 (overdrawn by &:00). Maximum overdraw is 0:00

override, if you receive the following
notification it may mean your accruals

are out of sync with Core CT Reset Accrual Balances
* Validate your accruals in Core and if - Effectve Date: sz [
1 H ':.GG-UEIE Accrual Code: * Bene Marrow Donor -
they are not in sync you will need to Actions
Vested Amount (HH:mmj): *
reset your accruals to match those in Reset Accruals Probation Amount (HHmm):© 0,00
Move Accruals Amount !

Core CT as shown

Cancel 0K




LEAVE — LEAVE CASE ACTIONS: INTERMITTENT LEAVE CASE

. . R 1l Imj v
|. In order to create an intermittent leave case follow sesen e
. . Leave Frequency Intermittent ¥
the same previous steps but select the Intermittent
* Leave Case Code SLFILL

leave frequency
2. Once created, navigate to the employee’s timecard

and select quick leave editor, here you can input any o A

future takings on a daily basis

3. Once edited, navigate to leave case editor and

- Go to widget

validate the leave distribution, if incorrect perform Reports -
. . Requests
an override as shown on the slide below Aule Analysis
. . Attendance Editor
(CIICk/SIIde 29) Leave Case Editor

Leave Case List
Quick Leave Editor
¥ Go to workspace




LEAVE — THINGS TO CONSIDER

Things to consider in order to keep Kronos and

Core CT in sync
Reset Accrual Balances

-Keeping comp plans balances in sync through accrual

resets and updates | Effective Date: >/18/2020  [sss
Accrual Code: * Comp Time -
-When adding a new employee in Core CT, add the | Vested Amount (HH.hh):
employee, wait a day and then validate their information | Probation Amount (HH.hh): 0.0
in Kronos
Cancel OK

-For Transfers may need to update the accrual balances to

remain in sync with Core CT




DEMO

Now we will cover a demo of inputting a sick family leave case into Kronos, example

shown in Leave Manager Exercise guide




LEAVE - EXERCISE 13

PE T

PLEASE REFER TO THE HR
EXERCISE GUIDE IN
ORDER TO PRACTICE
THE PREVIOUS
CONCEPT



THE END

Please refer to the Timekeeper Job Aids and the eLearnings for any further questions and don’t

hesitate to reach out to your local Kronos contact and your supervisors with any questions




